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FOR AGENCY M E  1. Agency Addreu FOR RECORDS MANAGEMENT USE 

~ l i c a t i o n  Omre Department of Human Resources  Awlication Numbr 

February 1, 1977 77-72 - 77- 77 
DHR-128 aB L4 877 I MAR 1 1  

Division o f  Mental Health & Mental R e t a r d .  
A l l  M.H.M.R. Reg iona l -  H o s p i t a l s  

pnliation Nurnbar bn Received b l S  b m D i 9 t e d  

- 
1. Pmontobntaet Working Tide Telephone Number - 
I. Action Asqilested 

a. 0 Ertabilm Retention Schedule: record will Eontinue to accumulas. 
b. 0 Dirpopa of present accumulation: no funher accumulation anticipated. 
c. 0 Amend A h c a t i o n  No. __ - Checkone: 0 Chanqe; 0 Superde: 0 Void - 
D m s o f  h i e s  5. Recards Series T i i  /followed by tide ussd in office; if differmtl 

:arliest bnn 

I See A t t a c h e d  L i s t i n g  

I. Division ad Office Function 
T h e  Division of Mental  H e a l t h  and Mental R e t a r d a t i o n  a d m i n i s t e r s  the programs for menta l  
h e a l t h ,  menta l  r e t a r d a t i o n ,  and other deve lopmen ta l  d i s a b i l i t i e s ;  alcohol and drug  abuse ;  
and t r a i n i n g  and r e s e a r c h .  T h i s  Division i s  a l s o  concerned w i t h  community menta l  h e a l t h ,  
and the a d m i n i s t r a t i o n  of the S t a t e  menta l  h o s p i t a l s  and r e h a b i l i t a t i o n  and r e t a r d a t i o n  
centers s t a t e - w i d e .  

G e o r g i a ' s  Reg iona l  H o s p i t a l s  ( S t a  t e - f i n a n c e d  I n s t i t u t i o n s  and Medical  Centers) p r o v i d e  locad 
i zed  c a r e  for  o l d  p e o p l e  and their d i s e a s e s ;  a l c o h o l  and drug  abuse  cl ients; m e n t a l l y  i l l ,  
r e t a r d e d  and e m o t i o n a l l y  d i s t u r b e d  p e o p l e ;  conduct t r a i n i n g  and e d u c a t i o n  for p e r s o n s  who 
work i n  the v a r i o u s  programs o f  menta l  h e a l t h ;  and c a r r y  o u t  r e s e a r c h  w i t h  the o b j e c t i v e  
of d e t e r m i n i n g  the c a u s e s  and possible c u r e s  of menta l  illness. 

What is the function of the Division and the Office in which th is  record series is created? 

(AGENCY- W I D E  APPLICATIONS) 

'. R-d S r l a  Dewiption 

Documents relating to: 

This f l k  contains the following documents (inchde form numbers and tirles. if any]: 
Attach samples of the fib. 

lndudd are: 

File is arranged: _- '~ . 

- 
L Monthly Retermco Rats How often are records referred to which are: 

One to six monU~r old ; Seven to twelve months old ; Thirteen to twenty-four months old 
tyventv-fivo months and older ? 

Letter4in drawers ; Logal4zc drawers ; Shelves ; Other kwdfy~ - 

* 
- - 

I. &nus1 R a n  of Aaumulatlon ot RIoDrdr 

- 

I 



. . 

d. Audit period 
e. Administrative m d  b. Statute of limitation 

L F d a r a l k w  wan. f. Federal retention instructbnr 

Attach mpy 01 excart of laws or mgulations. Explain administrative need. 

12 Approved Ohpodtion Innructions This mcy recommends that the file series be cut off a t  the end of each: I- 0 Calendar Year: 0 Fiscal Year: 0 Other - men. 

0 Hold in the curront files area month(sl year(s); then 
0 Trandr to local holding area; hold 
D i'rander to Stat. RIcDrdr Center: hold 
0 oestmv. 
0 Trander to Stat. Archives for permanent retention. 
0 othrr lspecirsll 

yearb); then 
year(rl; then 

I 

, /  

These instructions apply to a l l  pior and future accumulations of the series. 

Reammendations in para- 
graph 12 are approved. 
(If diseppmed, attach latter 
of explanation.) 

AR-SO-71: Rm. 76 
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Sat# Records Commitmo ISignatureJ Date 



1 
L 

'- Interstate Transfer F i l e s  
77-72 K n t s e l a t i n g  t o  t r a n s f e r r i n g  

o u t - o f - s t a t e  p a t i e n t s  to the i n s t i t u t i o n .  
I n c l u d e d  a r e  R e q u e s t  for  I n t e r s t a t e  Trans-  
f e r  (DMH-3) i d e n t i f y i n g  R e c e i v i n g  S t a t e ' s  
I n t e r s t a t e  A d m i n i s t r a t o r  and  transferring 
S t a t e ' s  I n t e r s t a t e  A d m i n i s t r a t o r ;  p a t i e n t ' s  
name, a l i a s ,  d i a g n o s i s ;  t y p e  o f  t r a n s f e r ;  
p a t i e n t ' s  p e r s o n a l  c h a r a c t e r i s t i c s ;  t y p e  o f  
a d m i s s i o n  t o  i n c l u d e  c o u r t  commitment .  crim- 
i n a l  c h a r g e s  p e n d i n g ;  p r e v i o u s  . c a s e  h i s t o r y ;  
next o f  kin; and s i m i l a r  and r e l a t e d  infor- 
m a t i o n ;  and s i m i l a r  and r e l a t e d  documents .  
Files are arranged  c h r o n o l o g i c a l l y  b y  d a t e  
received. 

- Division O f f i c e  - ( P e r s o n a l  Advocacy )  
c u t  o f f  f i l e s  a t  end of each calendar 
y e a r ;  h o l d  i n  c u r r e n t  f i l e s  a r e a  
seven y e a r s ;  then d e s t r o y .  

* I n s t i t u t i o n  = ( O f f i c e  p e r f o r m i n g  admin- 
. i s t r a t i v e  l e g a l  $t&eS). H o l d  i n  current 

f iPes  a r e a  u n t i l ~ d i s p o s i t i o n  i n s t r u c t i o n s  
a r e  received f r o m  Division O f f i c e  
( P e r s o n a l  Advocacy )  ; then d e s t r o y .  

Copy t o  be m a i n t a i n e d  i n  P a t i e n t  Med ica l  
Record  a t  i n s t i t u t i o n .  

77-73 I n s t i t u t i o n a l i z e d  Alien Report F i l e s  - Hold i n  c u r r e n t  f i l e s  area until action is 
Documents r e l a t i n g  to c e r t i f i c a t i o n  of 
a n  Alien becoming  i n s t i t u t i o n a l i z e d  a t  
P u b l i c  Expense .  
I n c l u d e d  a r e  Depar tment  o f  J u s t i c e ,  
I m m i g r a t i o n  and N a t u r a l i  za ti on Service, 
Form I -234  C e r t i f i c a t o n  a s  t o  A l i e n  
Becoming a P u b l i c  Charge  or  Becoming 
I n s t i t u t i o n a l i z e d  a t  Pub1 i c Expense  
d e s c r i b i n g  a l i e n ,  a l i e n ' s  d i s a b i l i t i e s ,  
c a s e  h i s t o r y ,  c e r t i f i c a t i o n  c l e a r a n c e  
and s i m i l a r  and r e l a t e d  i n f o r m a t i o n .  
F i l e  i s  arranged  c h r o n o l o g i c a l l y  b y  
d a t e  o f  a c t i o n .  

c o m p l e t e d  b y  the Depar tment  of J u s t i c e ;  
then d e s t r o y .  

Copy may be m a i n t a i n e d  i n  P a t i e n t  Med ica l  
Record a t  i n s t i t u t i o n ' s  discretion. 

77- 74 G u a r d i a n s h i p  A f f i d a v i t  F i l e s  - C u t - o f f  f i l e  m o n t h l y ,  h o l d  i n  current 
Documents r e l a t i n g  t o  the m a i n t e n a n c e  , f i l e s  for  3 mon ths ;  then d e s t r o y .  
on a f f i d a v i t  o f  i n c o m p e t e n c y  e x a m i n a t i o n  
made under  Georg ia  Code  Section 49-604 
f u r n i s h e d  p r o b a t e  C o u r t s  for  u s e  i n  
g u a r d i a n s h i p  p r o c e e d i n g s .  
I n c l u d e d  a r e  a f f i d a v i t  a t t e s t i n g  to 
i n c o m p e t e n c y  o f  the i n d i v i d u a l .  
F i l e  i s  arranged  c h r o n o l o g i c a l l y  b y  
d a t e  of action. 

Copy may be m a i n t a i n e d  i n  P a t i e n t  Med ica l  
Record a t  i n s t i t u t i o n ' s  discretion. 

Divorce A f f i d a v i t  F i l e s  - C u t - o f f  f i l e  m o n t h l y ,  h o l d  i n  c u r r e n t  

o f  p a t i e n t s  i n  c o m p l i a n c e  w i t h  Georg ia  
Code  Section 30-102.11. Copy may be m a i n t a i n e d  i n  P a t i e n t  Medical  
I n c l u d e d  a r e  a f f i d a v i t  p e r t a i n i n g  t o  the Record a t  i n s t i t u t i o n ' s  discretion. 
divorce a c t i o n .  
F i l e  i s  arranged  c h r o n o l o g i c a l l y  b y  
d a t e  o f  a c t i o n .  

n- 75 Documents r e l a t i n g  t o  divorce actions f i l e s  fo r  3 mon ths ;  then d e s t r o y .  

*John C. S c h u y l e r  - C.S.H. Kay J e t t  - G.M.H.I .  Everett C .  Kuglar-GRH (Aug 
Paul  Hebert - G. R. H .  - A t l a n t a  D i a n e  Ens imger  - W.C.G.R.H. Eugene C .  J a r r e t t  - S.S.iI 
L o u i s e  S t e w a r t  - G.R.C. James B .  Crai9,M.D. - G.R.H. or A t t n :  B i l l  Morris 

(Savannah)  Mike Owens - N.W. G.R.H. 



Mental  H e a l t h  P a t i e n t  Hear ing  Fi les  
77- % =Gents r e l a t i n g  t o  m a i n t a i n i n g  a 

l i s t i n g  o f  a l l  m e n t a l  h e a l t h  and guard-  one y e a r ;  then d e s t r o y .  
i a n s h i p  h e a r i n g s  a f f e c t i n g  , P a t i e n t s .  
I n c l u d e d  a r e  l i s t i n g s  i d e n t i f y i n g  patient’s 
name, t y p e  o f  h e a r i n g ,  d a t e  and t i m e  and 
s i m i l a r  and r e l a t e d  i n f o r m a t i o n .  
F i l e 3  are arranged chronologically by 
d a t e  o f  hearing. 

- C u t  o f f  f i l e s a t  end of each 
c a l e n d a r  y e a r ;  h o l d  i n  c u r r e n t  f i l e s  area 

Copy may be m a i n t a i n e d  i n  P a t i e n t  Med ica l  
Record a t  i n s t i t u t i o n ’ s  discretion. 

Petit ion For C i v i l  Ccnmitment F i l e s  - Hold u n t i l  h e a r i n g  i s  h e l d ;  then 

copies o f  pet i t ions f i l e d  u i t h  Probate 
Courts fir Civil  Comitment. Included are 
copies of pet i t ions  t o  commit patients t o  
mental health ins t i tu t ions .  Filas are ar- 
ranged chronologically by date of f i l i n g .  

77- 77 mcments r e l a t i n g  t o  maintaining reference d e s t r o y .  

Copy may be m a i n t a i n e d  i n  P a t i e n t  Medical  
Record a t  i n s t i t u t i o n ’ s  d i s c r e t i o n .  

UldL  J hIJ& 
DHR Records  Manager 

Division 

B2q p-&?&&-- . 
I n t e r - S t a  e Compact f f i c e r  

//28/7 7 
Date  
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Department of Human Resources 
D i v i s i o n  of Mental Health & Mental Retardat ion 
A l l  M .  H .M . R .  Regional H o s p i t a l s  

Page 3 

#6 (continued)  

Hospi tal  Legal Service S t a f f  personnel are r e s p o n s i b l e  for handling a d m i n i s t r a t i v e  
requirements  r e l a t i n g  to l e g a l  a c t i o n s  e f f e c t i n g  b o t h  p a t i e n t s  and h o s p i t a l  e n t i t y ,  
- not  r e q u i r i n g  t h e  services of  t h e  S t a t e  At torney  General ' s  O f f i c e .  


